1. In the My Concur window click the Profile tab
2. Click Email Addresses on the left hand menu

How To Verify My Email Address
for Receipt Store

The Profile window opens

The Email Addresses window opens

My Concur  Request

My Profile

Travel Expense

Your Information

Personal Information

Cormpany Information

Contact Informati
Email Addreszes
Emergency Contac

Credit Cards

Travel Settings

Trawvel Preferences

International Travel

3. Click on the Verify link for the email address you
wish to use to send receipt images into TTE

Email Addresses
Pleaze add at kast one email address.

Personal Information  Change Password  System Settings

Reporting

Administration | Profile

Mabile Registration

Select one of the following to customize your user profile,

n Personal Information

l‘ﬁ “four horme address and emergency contact information.

y ‘Com pany Information
MERL four company nameand business address or your remots location

address.

Credit Card Information
@ “fou can stone your creditcand information hens so0you don't hawe tooee-
enter it each time you purchase an ierm or ssnice.

Travel Preferences

P How do I add an email address?

Email 1

dfizgemid i@ =oga.qo

Email 2

donnafirgem i @earthlink.net

l1|Page

¥ Why should Iweriby oy email address?

B Hiotw dio T werify ry email add ress?

) rict verified

TeamWorks Travel

Carrier, Hotel, Rental Car and other tavel-rebted preferences,

) 1t verified

The TTE system can only verify an email address

5

Setti

Which time zone are you in? Do you prefier to usea 12 or 24-hoor
chock? When does your workday startfend?

Contact Information

Howe can we contact yiou about your tavel arangements?

Setup Travel Assistants
“fou can aliow cther people within your companies to book trips and
enter expanses for you.

Expense Delegates
Delegates are employess who ane aliowed to perform work on behalf of

A notice pops up instructing you to check the email
address for an email with your verification code.

ONCE. Do not use an Expense Delegate’s email

address or they will not be able to email into Receipt
Storel

i

Atlanta, Georgia 30334

& Expense System

4 Add an email address
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4. Check your email for the Concur Email
Verification from Concur

From: Concur Email Verification [donotreply @concur. com]
Ta: Fitzgerald, Donna

Ce

Subject: Email Werification from Concur Solutions

Welcome Donna S Fitzgerald
to Concur Email Verification!

You have requested that an email address in vour Concur profile be verified.
The next step is to copv the verification code listed below and paste it into
the adjoining field, as shown here:

Verification Code: S6F2NS2N42VITJIJGPBVE4D

Exampls

myemail2@company.com ) Check E-Mail for Code Resend | Cancel

Enter Code
If successful. then vou are readw to start forwarding E-Mails to Concur.
Send receipts to vour Eeceipt Store and trip reservations to vour Trip List.

For additional support. please contact vour Expense and/or Trawvel
Administrator or Helpdesk.

Cordiallw,
Your Concur Team.

5. Copy the verification code shown on the email If you have not received the email, click Resend to
into the box that now appears in the Email generate another email with a new code. This will
Address section of your TTE Profile. invalidate the previous code emailed to you.

6. Click OK

Email Addresses
Pleasz add at kast one email address.

B How doIadd an email address?

B Wby should Iwerify my email address?

B Howe do I werify my email address?

# fAdd an email address

Email 1 Comtact?
dfitzgemd @ @o.ga.qoy @Check ermail for code Fesend | Cancel “fas &
Enter Ciode 2DELCZPEKEMGMUETSRIC] |
Email 2 Comtact?
donnafizgemid @earthlink.net 0 Mt Wierified el =] & x
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7. The email address will now show as verified. Only a verified email account can be used to submit
receipt images to Receipt Store.

-mail Addresses
Please add at kast one email address.

W How do [add an email address?

B Wby showld T werify ry email address?

W How do [ verify my erail address?

+ Add an email address

Email 1 Contact?
dfitzgem @ @oga.gow o'l.feri‘fia:l Diz2 ble Verffication "z &
Email 2 Contact?
donnafizgemid @earth link.net 0 Mt Werified e Hz £ X
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